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ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  N O  FURTHER A C C U M U L A T I O N  ANTICIPATED, 

- - -  - - - ___a_--- - -- t o  date See Attached ----- 
* What i s  t h e  func t ion  of  t h e  o f f i c e  i n  which t h i s  r eco rd  series i s  c rea t ed?  

The Office of Administrative Services provides centralized administrative services 
f o r  the Department i n  the areas of accounting, personnel, and general services which 
includes budget ing ,  purchasing, property control , records management, mail room, and 
general off ice  services. 

. -- - ~ _ _ _  ~~ 

1. This f i l e  con ta ins  t h e  fol lowing documents, ( i nc lude  form numbers and t i t l e s ,  if any, 
I ,  and f i l e  arrangement ) . 

See attached 
- 
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ATTACH SAMPLES OF THE FILF: 

lor. .a-.,~-,~. 
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1 4 .  I s & p @ a  . 1 - = r  d q p c a t i o n  \ of t h i s  series i n  another o f f i c e  o r  agency? [ I  [ I  

QUESTIONNAIRE  PI.^. an ' x "  t n  t h e  c o l u m n  I r  a n - w ~ r  I .  " T K . '  p l c . . r  r z p i a i n  

13.  Is t h i s  t h e  Record Copy of t h e  series? 1 ,i 

[ I  [ I  

16.  Does t h e  series contain c l a s s i f i e d  information r equ i r ing  secu r i ty  handling? E l  [ I  

[ I  [ I  
18. Could the  funct ion be performed i f  t h e  f i l e s  were lo s t  o r  destroyed? [ I  [ I  

19. [ I  [ I  

20. Does t h e  record series provide  data as input  t o  an EDP f i l e ?  [ I  [ I  
21. Does t h e  record series contain documentation produced as EDP p r in tou t?  [ I  [ I  

I *  15. Is t@lbf&%ation contained i p  t h i s  series ever supvnarized o r  published? 
Attach copy of summary o r  publ ica t ion .  

17. Does t h e  series i n i t i a t e ,  amend o r  te rmina te  agency p o l i c i e s  and procedures? 

Is t h e  series ( o r  major por t ion  of it) regu la r ly  microfilmed? If yes, why? 

1 

22. Has t h e  Federal Government i ssued  in s t ruc t ions  goveTing  t h e  retent ion/dispo-  

23. W i l l  there  be a need f o r  these records 10, 15 years  from now? If yes ,  what? 

[ I  [ I  

[ I  [ I  

s i t i o n  of t hese  f i l e s?  

i-p- -- - ___ 

24. REQUIREMENTS. The following requires  the f i l e s  t o  be k e p t  _years :See attached 

a. [ ]STATE b .  [ ]STATUTE OF c .  []AUDIT d. []FEDERAL e .  []ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(Ci te  Law, S ta tu t e ,  or other reuson f o r  the  re ten t ion  rpquirementl 

-- ~ _ _ _ . -  - - 
25. AGENCY RECOMbENDATIONS. This agencyrecomends t h a t  the  f i l e  series be cu t  o f f  at the end 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER ~ P P  ilt.t.ilr.hPd , then : 

] Hold i n  t h e  current  f i les  area 
.] Transfer  t o  [ ] State Records Center [ ] Local Holding Area; hold year (s ) :  
] Destroy. 
] Transfer  t o  S t a t e  Archives f o r  permanent r e t en t ion .  
3 Destroy immediately after cut-off.  
] Other: (Specify)  

s month( s ) / y e a r (  s ) : 

(Indicate br i e f l y  rationale for reconunendations aboue/or write additional remarks )  : 
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OFFICE OF ADMINISTRATIVE SERVl tES 

270 WASHINGTON ST.. S.W. 

ATLANTA. GEORGIA 3 0 3 3 4  

(404)  656-2705 

January 26, 1976 

EQUAL EMPLOYMENT OPPORTUNITY PROGRAM FILE 

76- 100 A .  Equal Employment Opportunity Program Reference and 
Correspondence F i  1 e 

Documents r e l a t i n g  t o :  the administration of an 
Equal Employment Opportunity Program i n  the 
Department of Natural Resources 

Included a re :  
and various printed material , EEO-4 Reports, Affirmative Action 
Pjans , records pertaining t o  minoritylfemale recruitment e f f o r t s ,  
S t a t e  Merit System material  , EEOC inves t iga t ions  , race summary 
by c l a s s  t i t l e ,  and a l l  o the r  documents r e l a t i n g  t o  the  
Equal Employment Opportunity Program. 

File i s  arranged: arrangement va r i e s  according t o  sub jec t .  

DNR c l a s s  t i t l e s ,  correspondence, publications 

76- 10 1 B. Equal Employment Opportun4ty Program Employment Inquiry F i l e  

Documents r e l a t i n g  to :  the  administration of an 
Equal Employment Opportunity Program i n  t he  
Department of Natural Resources. 

Included a re :  
employment w i t h  the Department of Natural Resources. 

* c  

'7 correspondence s p e c i f i c a l l y  re la ted  t o  AT, 1 €-2% C w c q  

Disposition Ins t ruc t ions  : 

7& - \m A .  Equal Employment Opportunity Program Reference and 
& Correspondence F i l e :  

and r e t a i n  i n  cu r ren t  f i l e s  area 5 yea r s ;  then p+mrW-%w&+e %4#" C u t  o f f  f i l e  each calendar year (January 1) 

#JM -& F33~ and hold 2 years ;  then destroy. /F / N Y J ~ L J ~ ~  

C u t  o f f  f i l e  each calendar year January 1 
cur ren t  f i l es  area %year&; 

Lrr/6A7?'uW' d d  
F / L ~  L/UT!L  F t e A L  P ~ J ~ D / ~ A F / o J *  

B. Equal Employment Opportunity Pro ram Emplo e n t  Inquiry File: 7b-'o's and r e t a i n  i n  
* L U - i n r d  ' L m  

r" 9 
Add-k- then destroy. Z d r g  /d L/nlJfl6*, H&f f ,  L( dff T ) L  JIJ4L A PA v m c  /nPJ. 

I 
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OFFICE OF ADMINISTRATIVE SERVldES 

270 WASHI~GTON ST.. S.W. 

ATLANTA. GEORGIA 30334 

(404) 616-2791 

January 26, 1976 

76- 10% EMPLOYEE a s' SUGGESTION 4 PROGRAM FILE 

Documents relating t o :  
Suggestion Program in the Department of Natural Resources. 

Included are: copy of Employee Suggestion transmittal form, 
copy of suggestion , related correspondence , suggestion evaluation 
data, suggestion committee report ,  awards information. 

File is  arranged: 
suggestion. 

Disposition Instructions: Retain in current f i l e s  area until the final 
evaluation report i s  submitted..to the State Merit System; then place , 

implementing the Merit System Employee 

alphabetically by name of person submitting the 

76- \03 EMPLOYEE TRAINING PROGRAM FILE 

Documents relating to:  
Merit System training courses in the Department of Natural Resources. 

Included are: applications for  training courses , record of t ra ining,  
evaluatioh forms , and related correspondence 

File i s  arranged: randomly by course t i t l e  and thereunder by date 
course was offered. 

developing and offering departmental and 

Disposition Instructions: 
hold f i l e  fo r  courses offered that  year for 3 years; then transfer t o  
State Records Center and hold 4 years; then destroy. 

C u t  off f i l e  each calendar year (January 1);  

i 
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OFFICE OF ADMINISTRATIVE SERVldES 

270 WASHI~GTON ST.. S.W. 

ATLANTA. GEORGIA 30334 

( 4 0 4 )  656-2795 

January 26,  1976 

4 
7 b -  lbq WORKMEN'S COMPENSATION CLAIM FILE 

Documents r e l a t i n g  t o :  processing Workmen's Compensation Claims 
i n  the Department of Natural Resources. 

Included a re :  employer's f i r s t  repor t  of i n ju ry ,  correspondence, 
monthly accident control r epor t ,  copy of claims f i l e d  , log s h e e t s , '  
flow c h a r t s ,  and a l l  o ther  documents necessary t o  process Workmen's 
Compensation claims i n  t he  Department of Natural Resources 

File i s  arranged: 

Disposit ion Ins t ruc t ions :  Retain claims fo lde r  i n  ac t ive  f i les  area  
u n t i l  Form 19 i s  received from Workmen's Compensation ind ica t inq  
f i n a l  ac t ion  on the claim; glace fo lde r  i n  i nac t ive  f;le.titg,k off 

m;pa&$j,y; ~ f ? e  c 1 a i 71. 

a lphabet ica l ly  by name. 

knBtlire' 'fi~e~&tr%n%T~7i& I ~ ~ e ~ h ~ ' l ~ ~ 8 a r l ~ ~ ~ ~ ~ ~ ~ ~  6 r l ~ ~  ~ ' y i h e s  ; 

,i 


